1961 Jndex of THE SECRETARY 


Pages and month given for each entry. 


BOOK REVIEWS 
The Secretary’s Library. 24 Mar.; 18 Apr.; 8-9 
May; 12-13 June; 19 July; 5 Aug.; 16 Sept.; 24-25 
Oct.; 28 Nov. 

BOSS OF THE YEAR, INTERNATIONAL 
International Boss of the Year 1961 Award. 16-17 
Apr. 

BUSINESS ADMINISTRATION 
How to Invest. 8-11 Nov. 

Income Tax Information. 18-19, 24 Dec. 
Secretaries and the Space Age. 19, 25-27 Nov. 
Tax Terms. 10-11 Jan. 

That Fabulous Girl Friday. 21 Dec. 

25 Years of Social Security. 25, 32 Mar. 

BUSINESS ETHICS 
Ethics for Professional Secretaries. 4, 26, 29 Oct. 


CERTiFIED PROFESSIONAL SECRETARY 


Examination 


Help Us to Help You. 4-5, 17 Sept. 
Examination Deadlines. 30 Nov. 


National Certification Examinations 


Australian Commonwealth Secretarial Diploma. 
5-6 Jan. 

Private Secretary’s Examination of London. 
10 Feb. 

Swiss Examination for Executive Secretaries. 
10 May. 


Persons Certified 
Certified Professional Secretaries in 1961. 
11-13 Aug. 
Examination Results 1961. 7 Dec. 


Requirements for Certification 
Certified Professional Secretary. 8-9 Apr., 6 Dec. 


Statistics 
Certified Professional Secretary by States. 13 Aug. 


CPS STUDY OUTLINE 
The 1961 Secretarial Skills Examination. 
3, 22-23 July. 
COMMUNICATIONS 
All About Initials. 9 Feb. 
The Art of Letter Writing. 6 Sept. 
The Bogy in Net Profits. 8-11 Oct. 
Give Your Speech Purpose and Form. 3 Nov. 
Guide to the Space Age. 26 Jan. 
How to Seem to Write As You Talk. 4-5, 28 Mar. 
Look to Your Words. 24-26 Jan. 
The Simplified Letter, What... Why . . . How. 
20-22 Mar. 
Speech in an Office. 30-31 Apr. 
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CONFERENCES AND MEETINGS 
From the Back of the House. 14-15 June. 


CONVENTION, ANNUAL 


Camera Comments. 21 Aug. 

Chicago, 1961 Convention City, Crossroads of the 
Nation. 14-15 Dec. 

Convention Exhibits. 18-19 Aug. 

NSA Groups Charter Busses to Convention. 
16 Aug. 

NSA International Convention in Los Angeles. 
20-21 Jan. 

NSA International Convention. 6-7 Mar. 

Our Convention Hostesses. Cover Aug. 

Pre- and Post-Convention Tours. 26-27 Mar. 

Walk Worthy of Your Profession. 4 May. 

Wake the Town and Tell the People. 4-5 Aug. 


DUPLICATING MACHINES AND PROCESSES 
Tips on Mimeographing. 12-13 July. 
EDUCATION 
Do You Speak Spanish? 31-32 Feb. 
Junior Achievement. 6-7 Feb. 
Art Seminars in the Home. 9 July. 
The Modern Way. 14 Jan. 
Read Faster. 8-9, 31 Jan. 
Rapid Reading. 6-7, 17, 20 Aug. 
Reading Improvement for Secretaries. 18, 21 Nov. 
Report of Educational Survey of NSA Chapters. 
8-11, June. 
Self-Education and the Public Library. 28-30 Aug. 
Subliminal Study. 22-23 Dec. 


FILES AND FILING 
Shine at Filing. 26 Jan. 


FINANCIAL STATEMENTS 


How to Read a Financial Report. 24-30 June 
10-11, 14-15, 18 July. 


FLYING LIBERAL ARTS SEMINAR 


Announcements. 18 Jan.; 33 Aug; 11-14 Sept. 
Diary of Seminar. 18-21 May. 


FOREIGN AFFAIRS AND INTERNATIONAL 
RELATIONS 
Seminar on World Affairs for Certified Pro- 
fessional Secretaries. 22-24 Nov. 


FUTURE SECRETARIES OF AMERICA 


Future Secretaries Association. 4-5, 8 July. 
Your Opportunity Through FSA. Cover Sept. 


HUMAN RELATIONS (See also PERSONAL 
ADJUSTMENT) 
Business Can Bloom With Flowers. 4-5 Dec. 
How To Tactfully Break an Appointment. 23 
May. 
I Don’t Polish Apples for Anyone. 24-25 Feb. 
The Light of Our Shadow. 15 May. 
MONY Panels describe . . . Their Ideal Boss; 
Their Perfect Secretary. 12-14 Mar. 
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Pattern for Success. 8-9, 11 Mar. 

The Secretary Sets the Pace in an Office. 4, 30 
Jan. : 

Seminar on Human Relations for Certified Pro- 
fessional Secretaries. 22-23 Oct. 

10 Ways to a More Successful Boss-Secretary 
Team. 28-29 Oct. 

What Is A Friend? 32 Feb. 

What Your Secretary Thinks. 16-17 Feb. 


INSTITUTE FOR CERTIFYING SECRETARIES 


Appointments. 10, Cover Sept. 
Members. Cover Oct. 


JOB DESCRIPTION AND EVALUATION 


These Best Friends Will Tell You. 16-17 June. 
Why Wage and Salary Administration? 23 Jan. 


LAW 
How Parliamentary Law Protects You. 6-7 Apr. 
The Secretary in Law. 20-22 Sept. 


LEADERSHIP 


Leadership Libretto. 27-30 Mar. 
Tips for Leaders. 4-5 Feb. 


MANAGEMENT 
The Developing Role of the Secretary in Admini- 
strative Management. 8-9, 31-32. Aug. 


NATIONAL SECRETARIES ASSOCIATION 


Candidates for International Officers. 23-36 May. 

Headquarters Highlight. 22-23 Feb. 

In-Service Training Manual of Secretarial Tech- 
nique. 7 Sept. 

Keep in Step. 20-31 July. 

Materials Available. 29 Nov. 

Meet Margaret and Fran. 24-25 Nov. 

Official Pins of The National Secretaries Associa- 
tion. 24-25 Aug. 

A Talking Picture of You. 35 Aug. 


Chapters 
Billikin Chapter, Alaska, NSA. 20 Apr. 
Finnish Chapter, Terhituloa Helsinki Sihterri. 
16-17 Jan. 
Greenwood, S. C., What I Would Like To See 
Accomplished in 1961. 18 Jan. 
Windsor Chapter. Spring. Cover Mar. 


Home Trust Fund 
An Evening at The Hollywood Bowl. 24 Apr. 
Hawaiian Holiday for Secretaries. 19 Mar. 
Hawaiian Holiday for Secretaries. 18-19 Sept. 
Holiday in Mexico for Secretaries. 19 Sept. 
Holidays for Secretaries. 20-21 Nov. 
OFFICE APPLIANCES 
New Products and Methods for Secretaries. 20 
June; Cover July; 27 Oct. 
OFFICE MANAGEMENT 
Whose Prisoner Are You? 26-28 Feb. 
PERSONAL ADJUSTMENT 
Abraham Lincoln’s 10 Cannots. 20 Oct. 
Attitudes and Aptitudes. 6-7, 31-32 June. 
Criticism. How Well Do We Accept It? 22 May. 
Diplomacy and Efficiency. 8-9 Sept. 
Enthusiasm Creates Opportunity. 13-15 Nov. 


The Four P’s. 27-28 Jan. 
Latecomeritis. 27 Apr. 
Listening With the Third Ear. 27 Aug. 
Nothing is Wrong With Me. 6, 30-31. Nov. 
Success Formula for Your Secretary. 22-23 June. 
A Survey of Types. 23 Sept. 
There Is Magic in Making Up Your Mind. 17 
May. 
To Please a Boss. 19 June. 
Wanted Cheer Leaders. 6-7 Oct. 
Who Is Mature? 6-7 July. 
Programs of the Month—You Asked For It. 14 
Oct. 
Programs of the Month. Secretaries on the Spot. 
12 Nov. 
Programs of the Month—Have You Tried Brain- 
storming? 8-9 Dec. 
QUIZZES 
Quickie Quiz. 14-15 Jan; 11 Feb.; 23 Mar.; 19 
Apr.; 21 May; 30 June; 24 July; 14 Sept.; 21 
Oct.; 27 Nov.; 10 Dec. 
SECRETARIAL PROFESSION 
Effective Secretarial Technique. 10-11 Apr. 
The Grand Alliance. 4-5, 29 Apr. 
The Image of Performance. 1 Aug. 
Introduction of a Stenographic Employee. 22 
Mar. 
Secretarial Professionality. 6-7 May. 
The Secretary and Her Job. 12-13, 28 Jan. 
20 Questions for Secretaries. 25 Feb. 
Walk Worthy of Your Profession. 3, 10, 34. Aug. 
SECRETARIAL SKILLS 
How’s Your Geography? 15-16 Feb. 


SECRETARIES 
All Aboard, Medical Secretaries on the S. S. 
Hope, 12-24 Feb. 
The Executive Secretary in Business Today. 
21-23 Apr. 
Research Studies of the Secretary and Her Work. 
4-5 June. 
The Secretary in Medicine. 18-20 Oct. 
The Secretary in Prison. 16-17 Nov. 
The Secretary in Space. 16-17 July. 
What Is a Secretary. 5 Nov. 
SECRETARY MAGAZINE, THE 
Letters to the Editor. 24 Sept. 
Submitting Material to The Secretary. 36 Aug. 
TELEGRAPH 
A Department Store of Service—The Western 
Union Telegraph Company. 12-13 Oct. 
TIME 
Mysterious Time. . 
Sept. 
The Little Inn That Was Too Busy. 1 Dec. 
TRAVEL 
A Woman’s Way to See Hawaii and Europe. 26 
Jan. 
TYPING 
Help to Secretaries. 26 Jan. 


WORK SIMPLIFICATION 
Secretaries Don’t Fight the Machines. 24-25 May. 
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. What Happens To It? 3 











